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Remarks:

The use of the block style only is not
gatisfactory for this Agency. O correspondence
ig so varied and deals with so many levels that 1t
cannot be limited to one format, Thds Agency has
too many speclal requirements (memos,ete.) to be
able to follow a standard Government handbook,
Each a rea to whom th is Agency reports has
spacific requirements that we mmust comply with,
This Agency relies heavily on the use of the memo
format for internal use and also +o comply with
the orders of other areas of government. The new
manual does not assist in this area.Thls Agency is
also concerned with classified material at all
levels and other procedures are required, The only

possible handbook go for CIA must be internal,
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chapters which are not required for this Agency and

also some material which is not correspondence. I do
not feel that the chapters dealing with grammar, forms
of addrass are not required and should not be included
in this manual, One copy of these chapters 1ln each
office would be sufficient. :

I do not fesl that this manual will be satiafactory
for use in this Agency. '
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